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Cardinal Flowcharting Standards

Step
Description

Batch
Process

Operation
Outside
Cardinal

Decision
Outcome

Entity
Name

Represents a process step that is performed within the
PeopleSoft system.

Represents a batch process within the PeopleSoft system.

Represents a process or step that is performed manually or
outside of Cardinal.

Represents the possible outcomes of a decision or analysis
that took place in a step immediately preceding.

Represents an entity (person, organization, etc.).
Used only when necessary to show the source of
important information.

Start

End

Document

RO

Indicates point at which the process begins. Does
not represent any activity.

Indicates point at which the process ends. Does
not represent any activity.

Represents a document of any kind, either
electronic or hard copy

On-Page Connector. Used to avoid complex
overlapping connector lines or to continue a
process on a subsequent page. Connectors are
labeled with UPPER CASE letters.

Inter Process Connector. Used to connect steps
between business processes. Connectors are
labeled with UPPER CASE letters.
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Cardinal Time and Attendance Business Process Flow

Project
PMIS ». Accounting
v v
TA1l TA3 TA4 TAS TA6
Time and Administer Time Absence Payroll
Employee "I Attendance "| Attendance and "I Management | Integration and
Setup Capture Validation Processing Cost Allocation
General
Ledger
CIPPS
TA 2

Maintain Time
and Attendance

Rules CIPPS
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Time and Attendance Employee Setup Business Subprocess Flow

TA1l1
Create and
Maintain
Employee
Data

TA1.2
Enroll
Employee
as a Time
Reporter

4

TA1.3

Create
and Maintain
Schedules

4

TA14
Create and
Maintain
Access Control
and Security

End
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TA 1 Employee Setup — 1.1 Create and Maintain Employee Data

Start

Employee personal data
and employee Job data are
keyed into PMIS and
CIPPS.

111
.\ Key Employee
Data in PMIS
and CIPPS

A

> Profile and Job Data

Employee data from PMIS

and CIPPS is interfaced into

Cardinal.

All data sent from PMIS and
CIPPS are accepted by
Cardinal. If an expected
record is not present, the

record may not have been
on the interface file.

1.1.2
Inbound Employee

Interface from PMIS/
CIPPS

Employee Record
Populated?

1.1.3
Research

HR Configuration (e.g.
Absence Management
paygroup) will need to be
maintained in Cardinal.

1.1.7

Add/Update HR 4—No

Configuration

HR Config
exists?

Not all Job Data needed
in Cardinal resides in
PMIS/CIPPS.
Additional Job Data
(e.g. Absence
Management paygroup
for salaried employees)
is added/updated in
Cardinal.

Error

1.14
Review Employee
Personal Data

A

Employee
Job Data
Correct?

Yes

1.1.8
Add/Update Job
Information

119
Automated Budget

Development
System Interface

1.1.6
Review Employee Job
Data

If Employee data interfaced
from PMIS and CIPPS is
different than expected in

Cardinal, it should be
researched. If incorrect in PMIS
or CIPPS, it should be corrected

in PMIS or CIPPS and
reinterfaced with Cardinal.

Employee
Personal Data
Correct?

1.1.5
Add/Update Employee <+—
Personal Data

Employee profile data
(e.g. name, hourly and
annual rates) will be
interfaced on an annual
basis to the VDOT
Automated Budget
Development System

Not all Personal Data
needs to be in Cardinal
may reside in PMIS or

CIPPS. Additional
personal data may need
to be added/updated in
Cardinal.




Cardinal

50f7

TA 1 Employee Setup — 1.2 Enroll and Maintain Time Reporters

Active
Employee?

Yes

!

1.2.1
No-¥» Update Time Reporting
Status to ‘Inactive’

If an employee is no longer active
(e.g. terminated, retired), then
they will be inactivated as a time

1.2.2
Determine Time
Reporter Data Based
on Job Data

123 )
Update T&L 4—No T&L Config
) . exists?
Configuration

Yes

»- New Hire?

Yes
h 4
An employee is able to report time in
Cardinal when they are enrolled as an 1.24

Create New ‘Active’
Time Reporter Record

active time reporter. To report time in
Cardinal, an employee must be enrolled
in a workgroup and taskgroup.

reporter.

T&L configuration values
assigned during this process
include workgroup, taskgroup,
and/or task profile (if applicable)

Updates

No needed?

No

End

1.25
Update ‘Active’ Time
Reporter Record

Changes to an existing employee’s Job Data may
change the workgroup, taskgroup, and/or task
profile (if applicable) in which the employee
needs to be enrolled. Example: An hourly
employee switching to a salaried position.
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TA 1 Employee Setup — 1.3 Create and Maintain Schedules

An employee must have a schedule to be
enrolled in Absence Management in Cardinal.
Schedules are also used in Time and Labor
in Cardinal on the timesheet.

An employee’s schedule must be maintained
within Cardinal to reflect their true work schedule.
Certain Employee Job Data changes may affect
the employee’s schedule (e.g. switch from hourly
to salaried employee).

schedules.

133
Schedule Schedule Review Existing
Config Exists? exists? Yes—» Schedule
No No
v \ 4
131 1.3.2
Add/Update | | Create New Schedule
Schedule Record
Configuration
Schedules can be configured to fit a
number of schedule types, including
weekly, monthly, rotating, and flexible E P

Schedule
Change?

Yes

v

1.34
Update Schedule
Record
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TA 1 Employee Setup — 1.4 Create and Maintain Access Control and Security

14.1
Determine . Time and Labor security is determined by Group.
Supervisor and TL Static Group? Yes Statp Group Groups help determine who can enter time for an
Group from Job Data Exists? employee and who approves time for an employee.
Static Groups contain a manually defined list of
Yes employees.
No No
# Dynamic Groups contain employees determined by
rules that place employees with certain Job data
144 ) . 142 143 criteria into that group.
Add/Update Dynamic <«—No Add/Update Static » Update Static Group
Group Configuration Group Configuration Members
Yes
v
To enter or approve
time, an employee
1.45 . 1.4.6 - 1'4'7. . must have the
Refresh Dynamic ) ; Specific TL Create/Maintain .
View Dynamic Group Yes—» - . correct Time and
Groups Individual Row Security : .
Members o ) Labor role via their
Permission Lists .
individual Row
Security Permission.

No

Update
Reports To
position?

Supervisor in
Group?

Salaried
Employee?

No Yes

Only salaried employees will
No be enrolled in Absence
Management in Cardinal.

Yes

The Employee’s Supervisor ID on Job Data
and the T&L Group Security must be kept Yes End
in sync manually for an employee’s T&L

approver to be the same as their AM

approver.
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